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MLMURAN?IJN FGR: Ulrector of Persoimel
Ulrector of Security
Chief, Medtcal Soaff

SUBJECT : Reporthig lraployde Lmersencles

1. For several years we have becn wing a system of repurting empioyee
emergencies by telephone, as the emergencies occur, to this ffice and +o the
Cifice of the Executive rectur au weill v to other fnverested component s uf
the Agency, Iam tokl that each of you his a separate and, ln some case., a
somewhat more formaltzed sysvan: for having ankagencies reported 1o y .
For the most part, Iam sure that thess vystems “work entirely satisfacre-ily.
There are, however, thues when the sysem of telephone comraunication
this Offtice and to the Office of the Executive Jizector does not complatel-
serve its pampose to everyone's sstisfction, With & view toward tmproving
our average for custamer satisfaction, Ibave hed s form developed for wse
by each of your offices s reporting enployee enuxgencies slimultancousdy to
dzis Office, the Office of the Ixeauive Director, the Office of the other |eputy

pctor concernad, and tndividual supplementary dstribution 2 determined
by ﬁm origirator which might fichude, for exanple, the Assistant to the
Director for public Information.

2. lilwmve no destre to disturl yoye vxisting inveraal reperting syste =

nox to awcrtmmse a new gystemn over them. 'The objective &s to prmisck &
somewhat more systernatized thas a series of telephone calls to

permit slmmmm reporting to 211 bwerested pexties. Using this fore,
whichever of your offices receives infrisation ebout an empliyee eergacy
first would complete the required numbe: of coples of the forr: and distribure
them fmmediately and sirogltancously haough the poeumatic tube system.
Incidents which occur durisg the zight but are oot sertous gnough to wargamt
rm&ngthe interested paxty should be reported an this form first thing the
ollowing morning {r tme for the informeation o be received no later tha
0845, A faw examples of the kiml of tdng 1 have v mii ey Ulustyate the

purpose:

a, Recently an employes who was supposed w be away for the
weekend vistting relptives turned g o & Midwsst jsil, This infor-
mation came to the Ageacy via the Cfice of fecurity, To report
this tformation uskep the nev form, the Security Ufficer who receh ¢
the information would complete the wttached form in encesh coples ¢

S
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notify the Deputy Divector (Support), the Executive Dilrector, the Depucy

Metafﬁwmmmm to which the essplovee was sasipgned, the
somned, and the Ascisent to the Divectar, ¥ the infor -

mmmbeenrecewwbyﬁw Ottce of Secwrfty during the nighe,

the form would have been completed md dispetched iy prewnatic tub

to the addressaes at 0830 {n e moarndag,

b, A senior employes ercrolled in apn OTE course given at the
Headguarters bulldlag becaxie avdiendy (il, an the Medical Staff
was swnmaned mmedintzly, In dda case, the Medical Offlcer woulc
have completed the form, without divelghy any professional confiden o,
and had & distrianed by poeuwinatic tbe lamediately to the Executive
Director, the Deputy Divector (Sygpert), the Director of Persomnel,
and the Doputy Divector of the compésent o which the employee was
sasigned. In this case, there would e no pecd to notlfy the Dlvactor
of Sexarity or the Aasistans to the Dhrectm,

¢. An employee suffored 2 hear: agack while off duty snd away
from the Headquarters bullding, Thie Office of Parsonnel wos the fim:t
compenent to recelve the report of ks Inckient, The new form waull
be campleted by the Office of “ersanel i ewugh wpm to make
simultaneons distribution to the Execative Director, the Dopay Dlretor
{Supporxt), the Deputy Dirvector concemed, and the Chief, Madical Sl
In this case, notification 1o the Dbvettor of Becurfty and the Assistan
to the Director would be discrotigary and declded sccording to the fwts
and spectfic clrcumatences of the incldent.

The Office of Persomnel e & supply of theee forms cud will male ther
avallable upon request, Until we have sowe expeytence with the use of dese
forms and {mtroduce refinements whick will, no doubt, be destrsble, the
general rule of Sapnb sheuld be: when in comi--repoxt, Meanwhile, fyos
have any questions please discuss them: with[ |who can be yemched

on |

Unlass you have some spectfic abjacifon I woakl lke o start using @i
new system hnmediately,

Signed
Lo K., Whits
{Sapport)

Attachment:

Repoxt of Employee Emergency Forn:
SA-DD/S:RHW:fmf (25 Oct 63)
Distiibution:
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ROUTING AND RECORD SHEET

SUBJECT: (Optional)

FROM: EXTENSION | NO. T
Exec Asst/DPers o - - T T obxg
SE56 Hars 26 Sep 63 P

TO: (Officer designation, room number, and DATE

building) OFFICER'S COMMENTS (Number each commeat to show from- whom

T 1 INITIALS to whom. Draw o line across colurin after sach corr nent.)
RECEIVED FCRWARDED
Exec Asst/DDS Psr ocur corversation; @ have
7D2L Hqrs drzfted a memorandum 11 renort g
2 form to establish a procedure I
’ notifying senior offi:ials of
amployse emergencies,
3. . .
43 I undercitand the r:a:quiremens,
Colonel Whiie wants & asort of
, "morning report" of sich eventa
: vhich woulcd go concurrently to ae
cffices listed on the form cr, :t
5 a minimur, to him, the Executi
) Director, end the Deyuhy Direcir
concerned,
6. . o .
I kave assuiked that thiis revcis.og
system would be in aciition to :ne
- norking level network aiready s
: tabklished asmong the c¢<iices con-
cerned and that its principsl »ire
5 pose is to notify the senior
' peeple of important emmrgencies or
tiiwose which will attract attent .ou,
9. 1 .
I have gone over this hriefly « .th
¥Mr, Echols but have rot coordinibed
o it with Medical or Security, Ii°
' you wish, I will be glad to do o,

n. | 2pX1

12.

13.

14,

15. . -
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MEMORANDUM FOR: Chief, Medical Staff
Director of Personnel
Director of Security

SUBJECT ¢ Reporting Employee Emergencies to Senior Officials

STAT 1, | Fstablishes procedures for reporting employes emer-

gencies and assigns primary responsibility for coordinating notifications and
follow-up action to the Director of Personnel, I believe that the working level
contacts and procedures which have been developed among your 6ffices to ensure
prompt and appropriate action are effective and should be maintained, IHowevery 1
am not satisfied that our present system adequately provides for prompt and con-
current notification to senior officiels of incidents o‘ urgency and importanca,

2?2, The attached form has been designed for trial use to improve reporting
of such incidents to senior officials, This report should be prepared upon
initial receipt of information concerning an employee emergency whether or not
all items of infqrmation are available, Significant omissions can be supplied
in supplemental reports, In the case of emergencies arising during the normal
working day, the report should be prepared and released as soon as possible,
Emergencies arising during the night should be reported not later then 0BL5 thé
following morning., I suggest that each of you designate a senior officer on
your staff to be notified of emergencies reported to your office and to be
rogpongible for the preparation and relesse of such reports,

3¢ In view of the responsibilities now assigned to the Director of Per=
sonnel in this area, I would expect most of these reports to originate in his
office, However, there may be special situations in which extreme urgency
dictates that they originste with the Chief, Medical Staff or the Director of
Security. Wherever they originate, each of you should ensure that the others

receive a copy of each report issued, 4 small supply of forms will be sent to.
Approved For Release 2004/05/05 : CIA-RDF84-06780R680300060005-0 ﬂ
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you by the Office of Personnel, Larger supplies will be obtained aftor the

trial form has been tested in practice,

I, Ko White
Deputy Director (Support)

Distribution:

2 = Bach addressee

ADMINIS TRATIVE _. T
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ON YELLOW STOCK) (When Filled In)

PEPORT OF EMPLOYEE EMERGENCY

THIS COPYI TOs:

Executive Director

Deputy Director (Support)

Inspector General

Chief, Medical Staff

Director of Persommel

Director of Security

Deputy Director ( )

Assistant to the DCI
(Colonel Grogan)

T

Employeetls Name:

Office of Assignment:

Pogition Title and Grade:

Ages Marital Statust

Summary of Available Informations

Action Already Taken:

Follow~Up Action:

Prepared byt
(Name, office,
extension)

DISTRIBUTION TUBE STATION

BXw3
BX=4
DXe2
DXe5
X2
Xel

[ T bbbl W

Dates
Time:

Locstiont

Number of Childrens

Peleased by:
(Neme, office,
extension)
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MEMORANDUM FOR:

SUBJECT : Proposed Employee Emergency Reports to
DDS8

1. The Deputy Director (Support) has expresssd the wish that
he be notified more frequently of amergency incidents effecting Agency
employees.

2. | | Office of Perscanel, drafted an Agency
Notice and procedures for the Office of Persommel to prepare and
submit to the DDS the majority of such Employee Emergency Reports
and proposing that the Medical Staff and Cffice of Security prepare and
submit reports on employee emergencies coming within thelr spheres
of responsibilities. | lof
Forms Management coliaborated on the form and report details.

3. As a point of departure, the procedure planning used the
format, experience, and success of the Office of Security Inciden: Re-
port (Form No. 1798) prepared for years by the Night Security Officers
as a prompt morning report to Security Officials, The existing pro-~
cedure in the Night Security Office includes immediate notification to

| | Office of Personnsl, Benefits and Casualty
Division, concerning information en all deaths and serious accidents
of Agency employees.

4. The proposals and forms developed by and the
others were coordinated within the Office of Security. Specifically, the
following officials were consulted:

. Executive Officer
Aasistant DIXIOS)
Chief, Physical Becurity Division
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Deputy Clief, Building Security Br.
ht Becurity Section

Chief, Personnel Security Division
ef, Security Research Staif
tords Management Officer

5. Consideration was given to consolidating the Incident Feport
and Employee Emergency Report procedures and forms. Such consolida-
tion was found to be jmpractical and is not_recomnmended because the
Night S8ecurity Office responsibilities and actlvities cover much more
than employee incidents and such security coverage requires different
handling and reperting. Substantive cornments and proposals from the
Security Officials include:

1. Have available & separate cover sheet to be used
occasionally with certain "EYES ONLY" Employee Emergency
Reports.

2. Provide for inclusion of & Defense Classification on
completed forms since names and cormnponents will be usec.

3. Continue the current practice of NSO reporting to
the Office of Personnel all employeae incidents they act
upon. The Office of Persounel should determine the need
for an Employee Emergency Feport and prepare it if re-
quired,

4. The Office of Security like ths Medical Staff and
Offiice of Personnel also should provide the DDS with re-
ports on Employee Emergencies that come within their
jurisdiction or responsibilities.

5. Information copies of reports submitied the DDS
should be exchanged among these three components
intimately concerned with employee well~being.

6. Distribution of the reports should be kept to an
absolute minimum.

7. Each reciplent e¢stablish a restricted file for such

reports and limit access to the reporte among employees
with an actual '‘need-to-know, "
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8. Hastily drawn reports with incomplete informa-
tion available at the moment could mislead and should
be used with caution. Perhaps such a pre-printed
aémoniﬁ;n would be advisakle.

- 3 -
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